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New York: McGraw-Hill book Company, 19f^>3 

Kierzek, John M. and Walker Gibson, "Macmillan Handbook of English," 
5th ed,. New York: Macmillan, 1965 

Larsen, and Koebele, "Kererence Manual for Otfice Employees," South- 
Western Publishing Company 

2 

6 

EKLC 



'-••■■iu., Lfuis. "JU.OOO WcrJ.," Gr.-«K Uivi si. 146 j 

■•..V. Lu>.-'. (... "C(.i..:,uMc,iti...,is il.ii.dhook i<M- SccK'tari.-,." :;cw Vck' 
• <-.: ,iW-lii I 1 : („.k Civ:;pariv 

' • •■'■'^ ■^'"■ri.s K..sctiMu:i!. "All A'.oul W,,,,is: Adult 
••M'P'^'.u-n ;u V, i-ularv l.u i Id 1 1:.: , " P; .■nt i 1 1 , mf,7 

"■'•">■'*• ^'•-'^ .'■ook." r,i:k.T rut.li;,lu„i.. Co-npai.V. 1<W , 

■'^'■'■■•■'■'•■••••^ Hanc!i..,k," .....t.M . Sarah Xuy.u ,i a and Kaf. :Ur,r,. 
•ii'; i i 1 1 ..I!. , i VM.h 



au) ami Company , I 7!' 



^''-r.'.- S. ai.J lianv Sliaw . "Harper llarKl[,ook tor 0)11,^,- 
^ ^' 1^"'- ' '''^ -^i. . u York : Hitp.-r, 



EKLC 



11 R I T E AS YOU TALK 



•ill.. :i>llowing discussion fits in villi tlio subject ut this K-sson- 
..oMV.rs.it ii>nal '^tLylo ia ] -t ttT-wr i t j ng . It was t-xccrpted f rora Ik-ttj r 
l.vt.t.-rs, J bulU't.in ptiblisiicd by Manufacturers lianovt-r Trust Company. 

I'd it of J- il.irul'^ janis wrilfs: 

"Oiu- ol ..>ur current, i n le 1 1 tua 1 idols Ls a Canadian proffssor 
\av:.^d for his obscuri^ profundities ab(^ut ttie \*li'c.tric media/ His 
;i..ir!u i s Marsha 1 1 McLuhan . 

don't pret'.Mid to understand everything McLuhan says, but we 
ar- ijseinated by his insistence that 'the nt^dium is the message.' 
What he- tTjeans, we thinK, is that every in^.provo.uent in thi* teclinoh^gy 
el ercKnunlCot ion produ-es effects that are quite independent ol t lu- 
CM.itt.nl t>t tlie r.lt.'Ss.ige . 

'Maki* business U-tters, for example. You may think of them as 
wriL'.^n jo:rjT,unications, but since llw adVv nt of the lypowriter, they 
arr .ar,u]y dictated, and this fact has It^d to a looser, more persona 
-ore :ip<nUaneous style than business letters have displayed in their 
privicHiS history. The ultimate consequence is a closer sen^.blance ol 
tlie rapport that on*- achieves in face-to-face communication. 

"This theory of le t ter-wr i t i r.g , ol course, represents an ideal. 
Unlortmiatelv, tliere is a vestigial remnant of the pre-typevr i ter 
a^;e--lh.;se correspondents who follow the formal style of writing 
in^,lead of the informal style of speaking. Actually, it's of little 
.eu.equence whetiuT vou dictate your letters or write your drafts by 
iji-Ki ...n a vol low pad. The point is that letters have now been long 
enou.iUi Ifii'd froia tlu' tyranny of writini; to enable us to ^.^e how^much 
D. ii/t ^hev are wl:en they are spoke*n--or made to sound that way.' 



L> P K N 1 N I f: L L L i I t K 



?:niNG iHi:: kladek into the piciiRu: 

Dr you knc^v why newspapers use h^'adlines? I'c attiracL and hold the reader's 
interest t.: tl>j eKlenL thdt :u v.'ill rt ad lh( s:...;, that ft:ilov;s. 

Ir- the - v dc rn err r( sp>^ndt :;t , the rpeniPi^- Scntenc- o: a business letter 
s«'rves the sar.e t:unctior. as l':ie -:ewspaper lieadliiie. 'I he v^ood .^pGnin.i; 
seMtenct; sti.i:lat<s the : e id^ r ' s iritvrcst, invites hi:;i t'> rrad tht r»:- 
:;.<iir.cr-i" r i" the' utttr, ard • st i- p.^^- tant , r.ar> s hi;>. t ♦ Cept ive to the 
wr i t e r ' *^ i de <is . 

For 1- Ih if adet and writer, th.m, th.e . penia^* i>> the !,.st i!;.p^ riant part 
ot th< l»tt»i. If "Au: t"p<nin.; lails, lelte!' nay i.'iss it^ 



Psych 1 t:icaily, the best wa> tL^ attract the reader *s i>tt-Miivn is 
put hi:* "int.^ the piclur*-" i ni-.e d i t e 1 y . Ihij» is what co-.pcses the "^''(^u" 
attit;;de. Ke.-f- brr that are alread; in the picture. I'ur letterhead 
is a conspicu/'us part of th* letltr--il i:^ up to you to he ] p the read.r 
see hi:".self in the letter tro;i: :h*' very bei.:innin^. 

Always keep in r ind that the reader is first and for>-n,ost; interested in 
hir:sel f that is, hi_s probl*;-'., h.i s desires, his business. He does not 
want tr vadt t'uou^h: referrro*s t. . ur i ns t i t v i .-n , ou£ opiiii^^ns, or 
even cur appr ( c iat i ^ n . 

Notice h<. w this lett»v :»atiirts tl;/ '.a it*: forces the reader to search 
t'-r his place in th»' ovi r all pict:.r< : 

HAD FX.vli'LL--! t.^o '%\^ch "W*-") 

W»- have i-tc»-iv»'d v'-jr l»tt* n April vhiicl- referred 

to -.^';r Aaditi'-.,: U-'part: • ; ^ad tj_i_; ^ - 11 --Jy ih.at S( nt 
•.*■ t ar au it; /.pi j 1 1 ' ' , 

tV. : h^it^d, th.' u!»-: i ditfi^a.lt; rindiiu hl;;^-elt in this 

1 1 t ! . r : 

• • -oi;. hXA^T'I.i- . - ^ . St Iv ' 

Att'r i »o»-ivinj LlliL - ^ ^ * arci: 15 c vrrin.: th\* s^ rvic* 
charo'^ • ' ^ > ' • ^-^•■•'^'•^ ^ ^ • • i 'i'*' 

and t1 1 -M. oj- d v.'ia ai o ' ''t v^ : t h* * w. 
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fu.lx ri L. J(.hnsrn, subjf ct. of y. ur icller of 
'x"-v br.'r has bten a cus rx" of Ihis bank for" 

si:% ;.f,ii .s, ai\6 is favcrably kn- wn tc us. 



i.'ccas i . na 1 I ■■ , usr bn • ncu'Spapf:r St.;. 
tdML frtvis i\:.r,.(.di^lvly , In iisin^ 
c rr-'cl rjc spjipef praotico and at 
r:ipli,n.:*s f=t . us "1 havt' 

•aiii'hl -f all i t\nv.v.: th»ir naiMt-s 
i:-.: ! \0\v n- and * . " 



\o i f opening:, i;ivirvL' all ii'.por* 
this ;■ hod , you wi 1 1 be f c^l 1 owi n^: 
the sai.e li:r.e >ow will r^akt- us»^- c'f 
six hcnesl strvini: nt-n, ihey 
arc U\\al and UTiy and Uli<.'n, and IK'.; 



• .>tri !. W. ::;:,i:.h, rvfrrrcd 1^^ in \our Ir-tt^ r of 
lar.j iO, IS n t til*' l)f'no f i c i ar v und^-r lh#- 
irust > 1 bis th^M', JaiM'S J. S:i,ith; allhou^'b* 
:■ » i «■. . f fieri <i:pl. >td bv this bank for lh«.' 

la-:, b' \rafs. 

(j._r i ni ' < - r t i inpnl stair <nl >f int'-r«si t'^ th*- t »ad-r : 

l!:r r>;.ir i t. i t 1 » of talk ID M i 1 ' 1 ^ <' V. 1 1 1 be 

"lb* birs: i^ b-nths 'f t.ho;nt>t. b» i ap y . *' 



bavr i rvit v.cd 'b , .la-'ifs l.ynd'ai's cahi; in 

f s^'-nsf I" 'o -ir r^'rjurst f Df^'Co:::b(. r ',^7, l^'XX;, 

and b( V. ill br considf red as a cfliididatf for tiir 
W rk Krir^^sf pffi', ra':. . 

:';ik» a (O'jrl. 'js frrutst. ibis is especially eff(.etiv»' where the 
:■ '.. r bias b«-( n i .. i s s . 

Phase h t vis krpw v.-bt n the repori conr-T n i n;.; 
♦.b»' daia |;r ; e ss i nj: pi-«^ceri'Ji rs which we discussed 
^i'.b -on (n Ncv. 1'% vill rend", f'^r d i s L r i bu t i ^ >n . 



Will ■ ' ^; pi 4 v>e 1« : us k'l- w ibn- I 'Si. Its < 1' ;. o.ii- 
SMI'-*' 1 I a nrv; branch !>• i' cal<d in ih* 
.iha ■> t t i) 1 I r i 0 1 , 

-y.-irv- a *s!. i^^n r^^-ardii^/ ' ' :'a*. at b«ofi is - :v<ful in t> 1 I ^ c t i (^-.s , 
'rrn , ah(i :.il»v--.,p :-,it,.aLi. nv . 

ij. ki^v Lbat da'inr t b.^ pas* v. eks cb^cks 

ti; av.,1 ri 'o i:r account ba\-e i." '^n leturiud because t 
" I D -.i; I i i c i < nt bunds 

1 1 
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' *'^-i^*^'-^y ^iri St I he reader's attention 



scr.eone 



''..v in Lt:r.f-rnl I;. K-ss than 

; kind rds and I'O kn. w ^.hat 

ce^. ihi-n L ta^e advanlai;e 
pr(st:'C€' xn Asia tv^ advance -.»-.r 
;h ! at i. n in pur si: i t f i*rt s ; dent 



; ' ■ ' " ^ * '-^P* "uri^- n!an\ rnt;dern 

• i^^-^^Mi^l petun.-.ihai is, be^innin^ with 

^^-^^ '1^^ r:^'Ci;*nlJv :rap th< 



V are sue!, open- 
iwary intc^ r.istakes 
-y;^"'^ ^^- ^ ins:anc., many uriters desperatt^ly pad 
^^-■ '--^■'^^^^^^ly vcrds or d-se the sontencc .irh a 



r'^.: IP a Subject and a verb. 



I ^^'-''1' -1 ^an-a-; 1-^, wherein y..>u 
:h.;.t i:^ rr-!,:- ^.as !■ ade in volt Soeiril 



i r: t > n <j\- is e >• r> u that we 
'it' ".atter. 



1 'u- : 



■ '•' .'^a;. i , r*-,:ardin^! the 

' - ' - ^ a'- t«> '.is n 5, 

■ : 1 c ; c . < v : havin^; rr-coived. 

i*" -*'-' 'h^j; t :ai^*'r b*' ^h< cked and 
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poof: oi^::::ir;G Sr:M::NCi:s 



Your Icttt-r v t Octv^bt:!- h^XX, addr^* -f. d lh»t S^c r^- i.^ry , in which vi u 
requested '-'ar i t: i:-:t: S-bsidy nsV.ird sippr^^".'al , pursuant ir Circular Lu-ttor 
17-61, of a ir.ar.nin*: cj:..;)!-^:: t-nt. .-f -^3 w.^-r.^ tjxcludinc Cadt^ts, on the 
SS PRHSIDKNT VAN B^KiN r. Ji D.;sit:n C-.s..m:..' has bK-l.r. rvf^rrt-d :hi.. 
.-office f.cv aLt-t.-ntlon, 



Gont U'.:: cn ; 

Rofcronco is r.ad;: to \-our Kl!.vrs .i July P^\X, and Aueust 1*-XX, 

addressed to Capiain Jay Vnii.:, rr-, sice:-;: ^: AEC, Lv>., Inc., r.^cardinc; 
the pro:K'Std stock -^ychanu^ boLWt.a XV J and A3C, 0\>. shar-d:. Ici. rs f 
cu:::ul at ivti pr^jit^vrod stocr; lor w'' ':::>n s:. ck. 



G-^iH t le :t;n : 

With your It.:it.jr of Dccti-b-r 1 ■: , I -XX, ;. -a.. >:^b lii^.c, pur-^uant to Circular 
Ln:tter No. r-cL', a copy s..b;-:;ct or indu.- Ind^r :-ta^di n^ and 
rtjGuestod, en b-haif f -V:^rican ?rt. ^idv.ni Line-, Ltd., and ihc- Occa-ic 
Strear^'.ship Company, thit ;.t be ruvitwvc for i dr; t^ r" in.ition of f^-ir 
and reasonable cost. 



Gen t le:::en : 

This is in r^jply t. y.-jr i-cu-^st fa .,n >; it n sion ^ f tir.: for c^:.:^]vtin£ 
and filing your Annual SurvLO.- ■. f !!anu:act^rvrs lepor: s - o-- IL^-^OO . 



De ar Mr. Han son: 

This is in furthc^r reply t. y. l^ti^r -f Dcc:_;:.b;_r 3, l-XX. ;':.i.^sting 

infcrnation on the tin industry in centiral and the 'AS. Grvero t., i ' s 

policy positicn tovard th^: acquisition and disp.^sal of st,"c<pil- t-.n. 



Dear Miss ihon.a's^ 

This is in further reference to ycur letter of Cctober 3, 1 rXX, cu-^ s tioning 
the inipcrr statistics fcr Car.cras having a photographic lens valued 
ever 50 percent of value cf artici e -L^Sl'S-. !A-^. "22,1A frr:^. Hong Kong 
fcr the first 6 months cf IrXX. 



The erclcsec revised des tinaticn code and address file pertaining to 
Activity 23 is fcrvarded in accordance vith TSAOISC :-:anual -A. A^^ISCl 
dated June 1, ISXX. 
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Wt; rti;^«'t h:\vinL- to icluvn yovn C.:rri m" i ll! V.wr^l^ i Al -70-10 
.tnc: At". 70- I t . 



1 st-ndinL' LinJiT st p,>rat<.- c<^ve!- Iht- six copies ol' "Motluv.lo U\ey 
of l.o.id i"or«*«.-as t i ne , vhich yo;: ro.;iK- sLod in yv^ar lt?ltcr oi 



W./ hviV'j i>ni' ■ ' 1 i Hci i h i c r a re p t i-a! o n t; i r. o-u r r ch-; rarr\ . Wr^ 
v; \ ike V. ov v. 1 \ t : . 1 1 in-: locks o ! : rri a c n ^ t i c t a pt^ a t-i 

..vailaMf. 



A : 1 1 >j : i r s t r ,o .:• t- i n ^ o : t br.- c vis^ " r^: oi?s.\ i 1 1 1. 1.- , D i r e c t o r Sv lit 
n, xd- it c I f ^. r I i * i * ua s i rpo r Z ;\n t r o :\/,v o * h s t a i o V S I A 
rn^lK'Ciiv^' ^s' t h«^' popalarion in Tiiivcc Statc-s, 



7 : : f S p : c i ; ! S •.: on^ir. i 1 1 i • o n Ma. r i t i no tiuc.it: i c-n rin a. Training is c c^n 
c't. ra. a -\v wiicLv app^wrirac in ih^- I^aily lit raid on Sunday, 
A.a'a^t. ^ ^ l-'xx, eaLilhai "VJar Careoes P-I.:vv:'a av Sh^*i-l Crevs." 



,a::<.a- .a. vaiv :ac.':-as :':a- lao 7^'.'rioc :-'jL.at'St.t>a in your letter 
'i---v-ra't:a: l^^XM. :'aii5^ :a •?rii.'v: any applications for p.itt. nt 

a:a -: . 



'h in-: y. a i r y.. -.:r v-ry , ittrac : i-.a- inviaaion ani* the iniormation 
v~n;:t;rnin_ tr^ .xhiliticn a: ihv ':a.i-^aal Sai- tv Ci^nLress. Tn- 
" /rtana ttr 1-.- I vi"* : ana: U ta att-^-na "/t-'causc- o:" i^thv-r conmit- 
::.nt> : ut T a::, l^^aiin^ :"ar;:a:a; t'- nt^xt April 



ha^a- r:\-l-aa'a "av z-j- ^ni r^vis^:: Vrr;!-i.'CX prcct-iiurLts su" - 
'.ittv.: cc :rr national a:":ictj Vy ra-r Vloricia acency since our 
. ast rajvi;.v. Ih^ eaclosea ::o:ail i-a cormt-nti^ are ireant z^i^ assist 
.r.x: rotate apeacy in updatine its praovoares and r^'t as a 
rriticisa: su^a proc^jcares. 
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YOUR BOSS. MR. RICHARD CANNON, lb OUT OF TOWN. YOU FIND 
THIS NOTE FROM HIM IN YOUR IN-BASKET. , - 
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EVALUATION FORM 



On the line below each item, rate it "yes" or "no." Explain 
your "no" so the letterwriter will know where she/he went wrong. 

The Oponinp Sentence 

1. --avoids routine or trite phrases in the first half 

2. --states the purpose 

3. --gives the "yes" response or "good news," if such is the case, early on, 

(If the letter does not require this kind of answer, leave the 
line below blank. ) 

The Body 

4. --develops the information sufficiently, avoiding too much 

unnecessary detail 

5. --uses language: geared to the reader 

6. --uses sone transition words to link ideas together 

7. --suggests good tons (personal, helpful) 

is technically correct (spellings, punctuation, usage) 

1^ 12 



8. -- 
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-i;ivvs trie "no" response or "bad news;' it such is the case, later 



10, --•;ives a cioar, precise acLion idea, it 



one is needed 



11. --sounds Cvirdlal ind "ciosini:" rather than abrupt 



.ou can scort your o--n per i ori::ance , li nu-'.ber 9 or 10 is "no," just 
iunerc tl:a'. Count all other "r.o" ar.s-.-ers as ten each; add the "no ' i 
up ana su'^tract iror.. 100. 
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COHERENCE LINKING IDEAS 



Coherence within a paragraph (or a sentence) taay be achieved by the use 
of connectives: 

I. transitional words 

II. transitional phrases 

III, repetition of key words 

IV, pronouns referring back to antecedenr nouns 

1 • Transitional Vords 

At its simplest level, coherence within a paragraph may he achieved 
by the use of transitional vords alone, Therta are three general kinds: 



conjunctions 

and for 

but because 

or if 

nor unless 
until 



conjunctive adverbs 

hove ve r ne ve r t he I e s s 

therefore then 

consequently so 

moreove-^ vet 



adverbs 

similarly second 
contrarily next 
likewise finally 
first 



All these show relaticas between sentences (or betveon parts of a sentence) 
within a paragraph and help tie together the main idea the paragraph presents. 

Transitional vords give a precise near.ir.k; to your sentence; so use then 
with care. The*-' can: 



add on to : 

and additionally also 

furthermore besides indeed 

morec^'-er likewise too 



like 



subsecuent Iv 



turn a corner or contradict: 



ccntiari Iv 



although 

still 

yet 



they can el ininate one of a set cf paired ideas: 
either* or 

neither , nor (el ininates both) 

they can exnress cause (reason) or effect (result) : 



because accordingly 
therefore thus 
consequently he-nce 

thev can exroress condition: 



or 



tine : 



although 
if 

even though 



un less 
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meanvhile 
since 
before 
afterward 



when 

finally 

soon 



II. Transitional Phrases 



Transitipnal phrases work just like single transitional words to 
connect ideas. Seine conimon ones are: 

on the contrary by the same token in addition 

for instance at the same time 

on the other hand a few days later 

for example so long as 

Again, such connectives must be usee with discrimination^ They are signals 
tc the reader that you are changing direction; and if you signal for a 
right turn and then turn left, confusion, or worse, will sur*5ly follow. 



III. Repetition of Key Words 

A third very common device for securing coherence within a paragraph 
is the deliberate repetition or re-echoing of key voids. The repetition 
of key words or key sentence patterns may bind the sentences of a paragraph 
or the paragraphs of a letter or report into a tightly coherent unit. 



IV, Pronouns 

Pronouns substitute for nouns; they repeat the noun concept without 
repeating the word. Consequently, ever>- pronoun forces the reader to 
think back to the antecedent noun, and by so doing, helps to bind together 
the parts of a paragraph. However, care must be taken to be sure that 
the pronoun reference vill be irar^diatel-/ clear. 



Coherence Between Paragraphs 

Coherence between paragraphs is as important as coherence within the 
paragraph. The four devices used to sec-ure coherence within the para- 
graph are also common between paragraphs: transitional words, trans- 
itional phrases, repetition of key words, and pror.ouns locking back 
to antecedent nouns in preceding paragrsphs* 
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TRANSITIONS - LINKING IDEAS 



My husband and I have worked long and hard to make cxir sheep ranch profit- 
able, counting on an increasing demand for larob with its growing popularity 
as a source of low- fat protein. Now we find that this demand is being 
filled increasingly by lamb from New Zealand. Because of this, prices are 
being held down--but our costs continue to rise. Therefore, we find that 
we are not receiving an adequate return on our investment. 

We are now in process of making some of the changes you suggested. First, 
we have purchased 20 new, air-conditioned buses to help relieve the con- 
gested situation during rush hour. Secondly, all of our old buses are being 
furnished with air-conditioners. And finally, weather shelters are being 
installed at all major stops. 

The initial invitation, DSC-3, requested that bids for furnishing certain 
carine sanitary facilities on a brand name or equal basis be submitted by 
August 16^ 19XX* After bids had been opened> it was discovered that the 
brand name or equal clause required by paragraph 1-1 . 307-6( a) C 2) of the 
Federal Procurement Regulations (FPR) had been inadvertently eliminated from 
the Supplemental Provisions of the invitation* In addition, the bid prices 
received exceeded the amount of funds available for the procuremant. 
Consequently, the contracting officer canceled the invitation and revised the 
specifications by including the required brand name or equal clause and by 
deleting certain schedules of work. This was accomplished by the issuance 
of invitation TjZC.-U^ 

In your recent letter, you point out that imprisonment is not a satisfactory 
way to help those who have broken the lavs of our society. We, too, have 
recognised this fact; and as you may already Vs^^^ we have supported the 
many recent laws that authorize us to work with men in the community rather 
thar. to keep then confined. However, since so many offenders do not 
initially respond to efforts to help them, our courts have no alternative 
except to commit them. Therefore, we cannot turn them free as you suggest, 
because, in addition to being illegal, such an action would be a disservice 
net only to society but to the men as well. 

Many instrumentation specialists are in cocrplete agreement with the strong 
opinion expressed in your letter: nar^ely, that the present state of reactor 
instrumentation and reactor inst rumen tat icxi control syst^s leaves somethir^ 
to be desired from the standpoint of servicea.bility, performance, reliability, 
safety logic and other essential features. Partly for this reason, there 
has developed a considerable groundsvell of syrapathy for doing something 
positive to belp remedy the situation. For instance, a good deal of 
encouragement has been received from the AEC s licensing people who are 
interested in using the instrumentation handbook as a vehicle for stressing 
good practice, providing a greater degree of coordination betveen designers 
and promoting coherency in systems instrumentation design. Therefore, while 
yen have advanc ed s t rcs^ opinions for not proceeding vith the hai^dbook, I believe, 
on the contrary, that some of your reasons could be used to justify going ahead 
with it. 
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VQ'jR BOSS, W. RICHARD CANNON, IS OUT OF TOWN. YO'J FIND 



-ilS NOT 



\ 



■ I**. 



•7^ ^ 




'U-'T^ ^^^^5^^ \ 



J- 



} 
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ERIC 



SENTENCE STRENGTH 



Make your verb prominent by pultin;^ a "doer" in the following sentences: 

1, Gradual clearing of the land has been accomplished, and there is no 
likelihood of the necessity for further overtime arrangements by the 
Park Service* 



2, A significant reduction in the costs of our operation was accomplished 

by the employment of more efficacious techniques of managerial procedures. 



3, A more realis'ric distribution of the unbalanced case load has been 

installed in the operations of the Land Office and has resulted in an 
immeasurable improvement of the operations of the office. 



4, Consumraation of the agreement has been effected and the immediate 
commencement of the actual work of subject project is contemplated. 



Give ycur sentence vitality by changing the noun form to a verb: 

1, We will give consideration to the recominendations • 

2, There is an expectation on cur part of making a significant contribution, 

3, We should render assistance to the members of the public* 



^, The telephone company will make provisions for service to employees 
w^ho have made a request for the necessary cable rEcilities* 
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GO ON A DIET! 



BOIL DOWN CLAUSES 



1. Information which is cumulative and which ewers barter activities 
is contained in Press Release 3667-67, which is dated July 26, I9XX, 



2. The pilot requested Mr. J^nes, wh.-: is serving as co-pilot to him, to 
sign the reports. 



3. Letters which are routine and which concern subjects of less urgency 
can often be answered by fcrrr. guide letters or bv material which 



rJT IX)WN RoUM).>\BjLT fhraszs 

I- The final decision was in the nature of an ultinatun:. 



No decision was made in ref 



e rence to the reconmendat ion . 



3. re presented his reoc^r pi-- -a c-' r>-^ ♦^•^^t 

1- . Lc^as-L>.n Oi. ^re rinai meeting. 



Arrangements have not been co-pletec for provision of additional 
computer room space d-e to specifications for additional computer 
equipment having not been received. 
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TONE 

Judge these sentences for good tone. 



1. We need to hear from you about your decision on how to fill your opening 
for a filing clerk. 

2. Can you tell us what you have decided about filling your opening for a 
filing clerk 

3. What are your plans for paying off your unpaid balance? 

^. May we use this letter tc discuss some plans for paying your unpaid 
balance? 

5. Thank you so rauch for your prompt reply to our earlier letter. 

6. We have received your prompt reply to our earlier letter. 

7. We are confident that you will be interested in these new books on 
management principles. 

8. You can help us clear up this j^ifficult rnatter by signing the enclosed 
waivers . 

9. To clear up this matter, you need only sign the enclosed waivers. 

10. This letter outlines the steps tc be taken in filing a claim. 

11. You can cor^lcto yoi:r claim by fcllcvi the steps outlined in this 
letter. 

12. Your claim will be filed only when ycu have filled out the steps outlined 
in this letter* 

13. May we have a moment of your tine to discuss a matter which is causing 
us great concern? 

1*^. May we have a moment cf your tine tc discuss the iripcrtant matter of 
your income tax? 

15. This letter discusses the irtx:rtant r-atter of your income tax. 

16. Y'our request for an appointment has been received and is being processed 
as rapidly as possible. 

17. We will arrange ^n appointment at the earliest possible date as you 
r6<;uested« 
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AFFIRMATIVE LANGUAGE: GOOD TONE 



Select the affirmative sentence from each pair below: (circle it) 



ERIC 



The shipment had nothing missing. 
The shipment was complete. 

v:e were pleased with the results. 

We were not displeased with the results. 

The writing was not cluttered with clauses doing the work of 
adjectives in describing nouns. 

The writing used adjectives (not clauses) to describe nouns. 

The employees were uniformly excellent. 

There was nothing mediocre about the employees. 

Her recommendations had nothing derogatory from the previous 
supervisor . 

Her previous supervisor had only complimentary comments in the 
recommendation. 



The food in the cafeteria is not unsatisfactory 
The food in the cafeteria is satisfactory. 



Which words have friendly, positive connotations? Put a check in front. 



dependable 

blatant 

exaggerate 

loyalty 

fault 

neglect 

fail 

improvement 

perxaanent 

stagnant 

exceptional 

implicate 



shirk 

ignorant 

cooperate 

unfortunate 

suspicious 

satisfaction 

ruin 

mutual 

informative 

al leged 

crisis 

discredit 



complaint 
easily 

di scour teous 

ef f ic Jint 

dispute 

complete 

effective 

capable 

impossible 

desirable 

invaluable 

superficial 
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SR-fTTlNG GOOD LETTER EXCERPTS 



In each problt^n (1) rt>nd caretully tho two business-letter excerpts, each of 
which was dratted to take care ol" the same situation; (2) select the more 
elfectivo paragraph: and (3) complete the statement following the paired 
excerpts, uivinu an intelliuent reason lor your choice in ten words or less. 

I. 

rlxcerpt A 

We are w r i t i n i; this letter to let you 1 .now that there will be a 
neetini; oi The Straw hosses ai 8 p,n», Friday, January 9, and that you 
are invitee to attend. Tt is the regular monthly meetings li you come, 
you v.iil iiear a talk !^y Di • Peter Lercara, who is the main speaker of the 
i vcnint;. Tht sul ject ol his talK will he "Taboos and Tensions/' This 
talk shoLild le interesting because he is a distinguished psychiatrist 
and lecturer. 

Excerpt F- 

Plodh^o coru: to the next rec-lsr noeting ol The Straw Bosses, at 
S p.n., Fridfiv, January- 9- As featured speaker, the distinguished 
psychiatrist and lecturer, Dr* Peter Ltrcara, will share with us seme 
in: crest inL*. ideas on " labocs and Tensions." 

Lxc o rp I i s no rt t : i c c t ix^e b ec au s e 



We hav-j recc- 1 vec yc - r I tr 1 1 e r , Mr. K re II * voi cing your cri t ic i sm 
J.: >:ur accv-'ur.t ini: and biliinL: procedures. We are sorr^/ that you don't 
1 1 k V t h e u' a\' \- ou r a c c o j n i ha s be e n han died* and w tr i^-f-l that t he c hange s 

shall rakt: vour succesti-.^r.s under advisement. 



'icur proposals :cr changes in ojr accounting and billing procedures 
a re no s t i n t e r e s t i n c , X r . ^ r-^ 1 1 . We a I way s ve 1 come and t ho rough 1 v r e vi ev 
sug::i.st ions such as yours v/ith the hop-c that they will help us irnprove our 
L -rrent pract ices, 

Lxcerrr-t is rjc r^.- eiiective because 
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Excerpt A 



In the propinquity of time we envision converging upon the break- 
through level to finalize our preferential discrimination germane to the 
utilitarian accommodation of your Drayton Process to the exigencies of 
our establishment. Subsequently we shall summarily familarize you with 
the denouement. 

Excerpt B 

You will hear from us again just as soon as we have completed our 
study and have determined whether we can adapt your Drayton Process to our 
company' s needs. 

Excerpt is more effective because 



Excerpt A 

Ihe letter you sent us a few days ago suggests to us that your 
secretary should use Snowden typewriter ribbons. We are enclosing a 
coupon that entitles your company to purchase the first two dozen Snowden 
ribbons at a 50 percent discount. If you use these ribbons, we know the 
results will be most satisfactory to you. 

Excerpt B 

Congratulations to your secretary on the attractive appearance of the 
letter you sent us a few days ago! Artistic typing of that caliber merits 
Snowden typewriter ribbons. Please use the enclosed coupon to purchase 
your first two dozen Snowden ribbons at a 50 percent discount. Both you 
and your secretary are sure to be delighted with the clearcut typing and 
long service you obtain with these quality ribbons. 

Excerpt is more effective because 
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USING SIMPLER, MORE CONVERSATIONAL WORDS AND PHRASES 



Directions: On the lines below rewrite the sentences 
simply and concisely, substituting more conversational 
expressions. 



Every effort will be made to expedite delivery as per our agreement, 



May 1 take the liberty of thanking you for your esteemed communica- 
tion of recent date. 



We note your request and would state that, at our earliest convenience, 
we will communicate with you further about same. 



Personages associated in membership were accorded the opportunity for 
personalized information seeking. 



The Board instituted an application for supplemental time for perusal 
of your proposition. 



Irrefutable i s my pledge of instantaneous reportage of any material 
ization of significance. 
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THE SPECIFIC WORD 



1. Think of a word as having a circle of meaning. A general word has a 
large circle. For instance, the circle of meaning for the verb ''to 
traveP* is large, encompassing such specific actions as walking, 
flying, or sailing. On the other hand, specific words have smaller 
circles of meaning. For instance, the specific verb "to crawl" 
stands for one type of traveling action. Look at this list. 



A. symbol 

B. exclamation point 

C. punctuation mark 



Does each of these contain within its circle of meaning the marks 



Which stands for this object most exactly? 



U'hich stands for this object next most exactly? 
Of the three, which is most general? 



2. "General" and "specific" are relative terms, so it is not always 
easy to confidently attach these labels to some words. But in 
the following list, the distinction between specific and general 
words is fairly clear cut. Identify the specific words with a 
check mark in front. 



a. effect 

b. rye bread 

c. idea 

d. communication 

3. A. silver certificate 

B. dollar bill 

C. unit of currency 



e . 
f . 

g- 
h. 



Peace Corps 

speech 

use 

St ickv 



1 . 

j- 
k. 
I. 



very 
great 
sew 
kick 



Each of these items contains within its circle of meaning the 
object, $1 . 



Which stands for this object most exactly? 

Next ni(.)st exactly? 

Least exactly? 



Whether you realize it or .not, you now have a pretty thorough knowledge 
of the difference between specific and general words--that is, if you 
worked the frames properly and carefully. 
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ACTIVE-PASSIVE EXERCISE 



Try to convert each sentence by putting a "doer*' into the action. Make 
one up where there is none suggested. Where there are verbal nouns, trans- 
fer them to the verb form. It may not be necessary to re-write every word 
of every sentence; take short cuts. 



1. Discussions have been held by OSl Detachment personnel covering the 
subject location. 



The matter of additional circuitry for the two cities in North 
Carolina will be referred to our central office, since they are 
outside the boundaries of Region 111. 



Starting in October, data file maintainence (updating, editing, 
validity checking, etc.) is to be dene by the Federal Reserve 
Bank in New York. 



This inquiry is directed to the present status of the assigned 
acreage since our records indicate that no filings have been 
made to reflect the acquisition of the subject acreage. 



5. Q^nsiderat ion has been given to your application for relief from the 
forfeiture of $5,000 incurred by reason of the navigation of the 
subject vessel in violation of Section 83.152 (e) of the Commission's 
rules. 
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Our internal review is now being performed and the usual examination 
of the accounts v/ithin the Office of the Secretary General is being 
made • 



It is contemplated that when facilities can be made available 
in the future, the complementary research programs in nutrition 
and environmental medicine will logically be combined. 



The content of the General Provisions and Project Specifications 
of NYC Agreements as revised May, 19XX, pertaining to the author 
ized period of operation, has been revised. 
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DEDUCTIVE . INDUCTIVE APPROACH 



1. THE DEDUCTIVE ORDER SAYS ''YES" 

In the deductive order of presentation, the letter begins with a general 
conclusion and follows wich supporting details. 

There are two main reasons why a "Yes" or a favorable response should be 
indicated immediately, with the remainder of the letter given over to 
supporting detail. One, the reader should be told at once what he wants 
to know (the "You" attitude in action). Two, the favorable beginning 
puts him in a receptive frame of mind for the later message. Remember, 
having to wade through a whole letter to find if he has gotten what he 
asked for irritates a reader. What good is it to say "Yes" if you still 
have a disgruntled customer or contact? 

The follov.*:ng letter, in spite of its attempt at a friendly tone, says 
"Yes" in such a grudging manner that the letter accomplishes very little. 

We have received your letter of June il, stating that we seem 
to be crediting your deposits to another checking account. - 
possibly that of someone with a similar name. 

We have referred your complaint to our Data Processing Depart- 
ment. They indicate that there is some confusion regarding 
your account. They are now running a careful audit in an 
attempt to straighten out this matter. We expect a report on 
the audit in the near future, and we will be able to discuss 
the matter vith you in greater detail at that time. 

We are sorry about this confusion, but we trust that you can 
understand how something like this can happen. After all, in 
a large bank such as on' s with thousands of customers, ihere 
will be a littlr mix-up now and then. We hop<y you have not 
been too badly inconvenienced. 

In contrast, the following letter gives the exp^^ct'.d apology but shows 
the bank in a good light. 

Thank you for your frank letter oi June 11. 

We have checked with our Data Processing Department concerning 
your account, and we have found that the situation is exactly 
as you suspected: your account is being confused with that of a 
Mr. Ralph Sir.ithson. 

We are making an immediate audit of both accounts to find out 
when the mix-up started, and to correct it. You will receive 
a complete report as soon as the figures are complete. In that 
way you will understand the adjustment (credit or debit) when 
it appears on your next bank statement. 

We appreciate the promptness with which you reported the situ- 
ation. We have already adjusted our accounting procedure to 
make sure it will not happen again. 
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THE INDL'CTIVK ORDKR SAYS '^NO 



the inductive order of presentation, the letter starts with details 
and ends with a conclusion. 

Ilie reason for this order is readily seen. If we say "No" at the be- 
ginning, our reasons fall on deaf ears. If, on the other hand, we 
start with a friendly beginning (♦'he "You" attitude) and present the 
why of our position first, the reader is led along to the final "No" 
in a receptive and understanding frame of mind. 

Here is an example which probably left the customer as unhappy as 
l>e fore • -and completely unconvinced^ 

Yc >ur letter of Decembe r 7 , c one e rning a re turned ch^'ck for 
S23.00, and S4.00 for return charges, was referred to me for 
reply. 

1 am sure you can understand that we are not responsible 

f(>r a deposit v/hich, although made, was not yet credited 

to your account. Uhen a check is drawn about the same time 

a deposit is Hiad« , it is not always possible for us to 

to credit your account in time to take care of the drawn check. 

Your check to Julian S. Duval I for >23.00 was presented for 
payment a short time after your deposit of $40,00 was made. 
Since your deposit had not yet been credited to your account, 
his check was refused payment. 

Uliile we r(;gret that this happened, we have no recourse ex- 
cept to debit your account with the $4.00 return charge. 

Re-witten ,tlie same letter reads: 

It does seem logical to expect that after a deposit is made, 
a check can be drawn immediately against it. However, once 
a check is deposited, it takes some time (in some cases 
several hours) before that deposit is credited to your ac- 
count. This is true because the deposit has to go through 
several channels before it is finally credited; and if the 
funds in it are insufficient to pay the check, then that 
check is returned. 

I-iecause of these facts, we are sure you will understand why, 
in this instance, the $4»00 charge for insufficient Junds 
was applied to your account. 

This inductive approach is also the order of secjuence that has 
been found to be the most successful in answering letters of 
complaint, or in explaining a change in procedure. 

33 



September 26, I9XX 



Dear Ms. Featherston: 

In your Suggestion No. A-25-202 dated August 29, 19XX, you 
proposed that the Sick Leave Certificate presented to etz^)Ioyees 
of the Bureau of Accounts for accumulation of 1,000, 1,500- and 
2,000 hours of sick leave be revised to show the monetary value 
of the accrued sick leave. You believe this would lend emphasis 
to the value of sick leave and would serve as an added incentive 
to other employees. 

You suggestion was referred to the Personnel Administration Staff 
for evaluation. Adoption was recommended with a change in the 
wording in the Certificate and on Form BA-5413 to read *'Worth 

$ *as insurance against loss of pay in case of extended 

illness (^at current salary rate).** The Bureau Committee concurs 
with the recommendation. Forms will be revised and sent out to 
all personnel offices in the Bureau in the near future. A $25 cash 
award based on intangible benefits has been approved. 

Congratulations on your third adopted suggestioni Ve appreciate 
your interest in submitting your ideas for consideration under 
the Suggestion Program. 



Very truly yours. 




Commissioner of Accounts 
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April 21, I9XX 



Mr. William Hoaston 
2730 Skyline Drive 
G r a i; J view, M i s ti ou r i 

IX* a r Mr. )loasLi>n: 

Prtjsidcni Americus has asked me to reply to your letter of 
^Llrch 21, L9XX, concerning the decision of a federal court in 
your personal injury case. 

Although we would like to be of service to you, tl;^ Attorney 
General is authorized by statute to give Itv^al advice only on 
questions arising in connection with the official business of 
agencies in the Executive Branch of the Federal Government. In 
addition, there is no way in which an officer of the Executive 
liranch could alter the determination of the federal court. Your 
own attorney would be in the best position to advise you as to 
whether any further legal steps would be feasible in your case. 

I regret that we arc unable to be oi any help to you. 



Sincerely, 




fiarvey'M. Scott , Jr . 
Assistant Attorney General 
Tor Administration 
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December 23, ] 9XX 



Mr. Douglas H. Miynes 
11938 Lar^e Street 
Norwalk, California 90650 



Dear Mr. Maynes: 

TImnk you for your letter requesting a transfer to the Sioux City 
station. It is helpful to know our peoples* preference tor location 
of assignments. Sometimes we can he of htelp. 

Whenever a vacancy occurs within a station that requires bringing in 
a grader to fill it from another area, the preference location roster 
maintained in the Washington office is checked. In this way, those 
who have requested a transfer to that area can be given consideration. 
Your name has been ei.J:ered on the preference location roster so that 
you can be given consideration for Sioux City when a vacancy occurs 
there. 

There are many things considered when transferring our people to fill 
vacancies. Among these are the cost to the Government in the movement 
of household goods, grader surplus conditions that may exist in other 
areas, and staffing conditions in the area in which the person request in 
transier is presently located. Also, consideration is given to the 
order in which requests for a particular area are received, reasons 
given for desiring the transfer, willingness of the employee to pay 
expenses involved, etc. 

At present we have no knowledge of a vacancy in the immediate future 
at Sioux City, but you may he assured that should an opening become 
available, you will be given consideration for it. 



Sincerely yours. 




Elliot Powell 

Chief, Meat Grading Branch 
Livestock Division 



EP: jeh 
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April 23, 19XX 



DL?ar Bud: 

As Car as printed information goes, the Department has nothing that 
we can give you in helping you along in your chosen occupation as a 
milk inspector. 

However, the following thoughts might help you in your future planning 
and thinking. As you finish out your high school education, take all 
the science (biology, chemistry and physics), mathematics, etc., that 
you can take. This will provide you with a solid background for 
college. 

Also while in high school, you might want to participate in your local 
I'uture Farmer of America Chapter as it has for one of its projects 
t!ie grading of milk and milking machine parts. 

In all probability, you will want to pick a university with an 
Agriculture College that has a dairy or food technology program. 
7 his kind of college major will provide you with a strong background 
in chemistry, bacteriology, dairy science, dairy and food manufac^ 
turing and environmental sanitation, 

Ai^other good source of help would be your local county agent who 
could help you get acquainted with two different types of milk 
inspectors. One, who makes on the farm inspections; and the other, 
who makes dairy plant inspections. 

Possible opportunities for employment after graduation would be 
with local boards of health. State boards of health, the Dairy Division 
of the USDA, the United States Public Health Service and the Food and 
Drug Administration of the US Department of Health, Education, and 
Welfare. Also niany dairy companies and co-operatives employ fieldmen 
who work with the farmer on improving milk quality. 

Good luck in obtaining your goal in your chosen career. 

Sincerely, 

Winston Villard 
Acting Chief 
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January 24, I9xx 



Dear Mr. Morgan: 

Thank you for transmitting the February 16, 19XX, letter from 
Mrs. Sorenson. She was concerned about the refusal of a grocer 
to sell imported hamburger meat for food coupons and the fact that 
another retailer. Arrow Market, does not accept food coupons at all. 

We can well appreciate Mrs. Sorenson's concern at not being able 
to purchase imported hamburger meat for food coupons, because the 
Food Stamp Program is aimed at assisting low incoms people in 
purchasing food, anu hamburger meat is inexpensive and does have 
a high nutritional content. However, program regulations prohibit 
the sale for food coupons of meat which a retailer knows is imported. 
This is in line with the Food Stamp Act of 196A which specifically 
forbids the sale of imported meat and meat products. The reasoning 
behind this act is the Food Stanp Program is designed to strengthen 
America's agricultural economy while, at the same time, making its 
food abundance more fully available to low income people; the sale 
of imported food would not help to do this. 

Concerning Mrs. Sorenson's distress that Arrow Market will not accept 
food coupons, we would like to point out that participation of food 
retailers in the Food Stamp Program is entirely voluntary. Our 
local representative has contacted this store in the past, following 
requests by f ^od coupon recipients that the store be authorized so 
that they could use food coupons to purchase eligible foods there. 
Unfortunately, the store ownership has not expressed an interest in 
participating in the program. 

We hope that this information will be helpful to Mrs. Sorenson. 
Sincerely, 




Mr. Frank Daniels 

Director, Food Stamp Program 
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George Mulgrew 
Your letter dated 
August 29, 19XX 

Honorable Robert F. Melody 
United States Senate 
Washington, DC 20510 

Attention: Mrs. Statts 



Dear Senator Melody: 

As you were advised by Mr. Wilber F. Stead of the US Civil Service 
Commission, Washington, DC., your inquiry has been relerreo to 
this office for consideration and reply. 

The Civil Service Commission considers the applications of all 
physically handicapped persons for any positions for which they 
can meet the experience and training requirements. Each handicapped 
person is evaluated in terms of his physical capacity to perform the 
duties of the position for which application is made. Standard 
medical guidelines have been established for the acceptance of 
applications which effectively match the physical capacity of the 
person with the physical demands of the job, with special attention 
to the degree to which the person has compensated for his limitation 

Mr. Mulgrew does not indicate the type of position for which he may 
be qualified. Thus, I am sorry we are not able to furnish sp^^cific 
information about employment opportunities at this time. We will 
be glad to advise him about opporutnities in the Federal Service 
if he will tell us the kind of job he is seeking and the locality 
in which he wishes to work. If he will also explain the nature of 
his disability, it will assist us in advising him concerning 
positions for which he may apply. 

Further, as a disabled veteran, Mr. Mulgrew may be permitted to 
apply for some closed examinations as well as any open examinations 
for which he may be qualified. 

Finally, Mr. Mulgrew may also obtain information concerning exam- 
inations which may be announced in his area from time to time by 
visiting the Examiner- in -Charge of the Board of US Civil Service 
Examiners at the main Post Office in his city. 

Please notify us if we can be of further assistance. 
Sincerely yours, 

i,. ..... . _./ . 

George E. Miller 

Acting Director g 



YOUR BOSS, RICHARD CANNON, IS OLT OF VOVT:. YOU FIND THIS NOTE FROM 
HIM IN YOni IN- BASKET. 
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MEMORANDUM 



TO: All Employees 

FROM: 1. N. Neat, Director 

SUBJECT: Appearance of FuB 30 

This letter is a reminder to empl.o>;:e that Venetian blinds in the FOB 
building is to fully extended at all times. The angel of the blinds 
may be adjusted to permit admisssion of desired amounts of light. 

To improve the appearance of the city, a concerted effort is being 
made by various segments of government thru out the Washington Area, 
The nation's capital hosts hundreds of thousands of visitors each 
year from all parts of the country and abroad, and Washington has 
earned the reputation in the past of being ona of the world most 
beautiful citys. To maintain thai reputation however a continuing 
effort bu all of us who live and work here is needed. 

Some emplo^-ees have persisted > despite previous requests, in rising 
the Venetian blinds in their offices to varying heights. This causes 
the building to present an uneven and unsightly apperance form the 
outside. Much effort has been expanded to attractively land- scape 
the area aound the building, and I am sure we have all enjoyed the 
trees, shrubs, and other plantings which contribute so much to a 
pleasant *rfotking environment. 

Ir seecs not too much to ask that we show sufficient pride in the 
appearance of the building itself ot correct the blotched affect which 
it often presents to outsiders 
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BREVITY 

What is brevity? When Ls a piece of writing too long and when is it just 

1 ^^'^^""^ Gettsyburg Address uses only 267 words. The Golden Rule 
uses 11 The Ten Commandments have 75. Tolstoy's Wbr and Peace uses 
many thousands of words, yet for over 85 years now, it seems that no 
reader has thought it too long. 

r...K '^A o7^'^' ^^^^^^^ 1) vv-hat tj-pe of reader he is trving to 

Snt H f L^T^K"'^' """"^ ^ ^d^-' ^nno't avoid 

being bnef if he tells his story and only that. He wiU not use a three-page 
rnemo to teU a one-page story-. Neither wiU he attempt to teU a three-page 
story m one ^k^^ 

Any communication is too long if it meandere through a forest of 
jumoJed sj-ntax and irrelevant ideas. It is too short if it omits anythmg - 
no matter how anall - that the reader should know. For example^ we ran 
acroj th. sentence: "Pursuant to your recent telephone reque^ w^ h^ 
noted our records to the effect that receipts are to be sent tTvou eadi time 
.1 prelum is paid by you on your policy." Too long. Why n^t "We will be 
glad to send you a receipt each time you pay a premium' on your policy." 

m„ ♦ ^1"^^ ^ "^"^"^ ^-^^y «*er consideration 

inu>r be sacn W Fnendliness and the soobI graces deserx^ a place in 
most correspondence. WTiat do you think about this sent«Ke^ ^^The 
prPmium pa>-mg period on your poHcj' cannot be shortened if it k vour 

to ted > ou that v-ou have a choice. You may withdraw dividends on v^ 
^.icv, or you may leave them to accumulate, thus shorteimig the preoLnom 
pa^nng period - whichever you prefer." prem.'um 

to sa> , m the spint you want to convey. And then stc^ 



WEAK SENTENCES 



These sentences need revision. They may bt sentence fragrients, over- 
loaded sentences , or sentences that need combining or are combined 
incorrectly. 



1. 1 took it upon myself to put out a personal memo for someone who 
felt they could do this work. 1 had several people come to see 
me. There was one girl, in particular, 1 liked quite well. She 
has the necessary- quclif icationo . 1 think we should hire her. 



2 m Call me for your reser\'ations . 1 make reservations by rail, air, 
-hip, bus, hotel- I'll save you much time. 1*11 relieve you of 
TViXiy worries. Ycu gr '1 this ser%*ice. 1 won't charge you cn 



extra cent ror it, 



3- Assuring you that if you write to me personally, I'll see that your 
orders get the best possible serv^ice. 



It your supervisor doesn't want to promote 
you and that ynu are doing above average work. 
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Many nen who work hard all their lives trying to overcome 
and achieve security. 



Your entr>- was one of the best ve received, ara w- plan tic have 
another contest early in September. 



When you receive our catalog, which should be within the week, you 
will notice our wide selections and reasonable prices, which are 
listed inside the back cover, and we hope you will then talk with 
Ed Browne, who represents us in your area and will help you in 
ever\- way he can, or send us an order direct, whichever vou prefer. 
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THE TOBACCO TAX 



Situation^ ^ taxpayer bought a package of smoking tobacco that did 
not carry a Federal tax stamp. He reported this to the 
proper Federal agency, thinkir^g it to be a violation of 
the law. He did not know that it is now periaissible 
for tobacco manufacturers to pay their tax by using a 
return instead of buying prepaid stamps. 



Reply: 

Receipt is acknowledged of your letter of July 15 in which you in-- 
foi.Tied us of your purchase of smoking tobacco in cans which did not 
have the Federal stamp affixed. 

For many years the tobacco manufacturing industry had been desirous 
of eliminating the stamps as the means of paying the tax on their 
products. The stainp system involved prepayment of tax which caused 
the manufacturer to encumber a large amount of his capital. 

After long and careful study, it was deterrsiined that the stamp could 
be eli:^inated without jeopardizing thfe reve;?,\ue. Upon recommendation 
by the Treasury Departzient, the law; was changifid by the Congress to 
:2ake provisions for the payment of vtax by revUrn, Under this system, 
it is legal for packages of tobacco ^;r-:^u.eb3 to be sold or delivered 
without the Federal stamp. 

Cccasionally stickers or labels which are somewhat sinilar in appear- 
ance to tre fcmer Federal tax stai^p may be seen. For example, they 
are often utilized as closures on cigarette packages by the manufac- 
turers. 

You ::iay be interested to know that the elimination of the use of 
Federal tax stamps has in no way reduced the revenue derived frcm 
the Tobacco industry. In fact, a recurring savings of approxirately 
tvD million dollars per year in the cost of printing stamps is being 
realized by the Government. 

Even though, in this instance, the absence of the tax stamp was legit- 
imate, your interest and effort expended in behalf of the Government 
is appreciated • 
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Ncvenber 3, 19XX 



Mr. J. B, Prince 
2237 K Street, NW. 
Washington, D.C, 20023 

Dear Sir: 

Your purchase of unstamped smoking tobacco was legitimate, 

A law has been passed recommending payment of tax by return, thus 
eliminating the Federal tax stamp on tobacco. The Gcvemment 
saved approximately 2-million dollars per year by this change and 
did not reduce the revenue derived from the tobaccc industry* This 
law also satisfied the manufacturers. Occasionally one may see 
stickers cr labels, similar to the fcmer Federal tax stamp, but 
ihese tire usually used by the manufacturers as closures on their 
products, 

ThHink you for your ccncerr. in behalf of the Gcvem:rent. 

Sincer^l^ ycurs. 
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Policy ovr:ers can occasional ly be wrong. And it's scrr.etines the job of 
the correspondent to t-Il then so. The question is--bow^ 

Here's the vay one correspondent recently handled this problen '-ith a 
policy- owner who had asked for his overdue dividend check: 

Dear Mr. Hill: 

^secently vol: wrote us claiming that you h*ac n-^t receivrNf 
a check for the dividends cue May 1, 19XX. Ve :-ixnedlate 
asked our records division to check into thxs . T^d« 
received their reply. 

Attached is a photostat of the check issued May 1. 19XK. sh 
shoving your endorser^ent on the back side. Please exaninc 
this photo and return it to our office with ycoir reply. 

An envelope is enclosed for your convenience in returning 
the photo on cr before July 1, I9yx, 

Sincerely yours, 

43 
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We have an iroage of Mr, Hill. Trapped between the ^^onclad evidenc 
of the photostat and the stern, uncompromising words of the letter, 
he cowers. He is wrong. The company is right. 
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THE USEFUL SEMICOLON 



The sernicolon is a separator, almost equal in strength lo a period. Many 
tee\ that it is a stiff and formal nuirk and hesitate to use it. Rut a ^nark 
oi punctuation is neither better nor worse than the company it keeps. With 
still and lon:;ai writing it j^s stiff and formal; but with Cc^cv, informal 
writ;:-,t; it lends pace, variety, and good coordination. 

i"o;iowi'^c are valid applications of the senticolon: 

lo replacf th^> peri.^d or conjunction between sentences whose ideas 
~i I •: ' c 1 o >. 1 y r e I a : ec : 

Ht.'n:-y : b^::. will i.ct be able to attend the nooting; he will be at 
the 'bureau Directors Conference that week. 

i wante:: to inter-.-iew the voir.an in the T.orning: in the atternoon 
:l;e director would nor be available to :r:eet her. 

i^y-"- sr--tences connected by a conjunctive adverb actinc. as a 
: r ir > : 1 1 j n ?. I el erne n t : 

:: --ca-j:-'.^ o: c Iir:ited supply, we riiay have cifiiculLy s^?ncinc vou 
300 ecpic'S of the brochure that you askec for; h..wev-r, ve 
s-^':d you a:> "any copies as we can. 

> p-e:,;L:::i pav:'.t;-nt arr:ved cays lal. o: therefore, the policv 

-c clariiy the separation of clauses in a fcrnal or an inforr^l 
s c r : 5 ' 

--ne rocisors for cur irore efficient production are three: we have 
-rcre t^: i c t ron l c aids in processing data; personnel is better 
trained th?.n ever before; production procedures have been strearr.- 
;:nec thrcuiih our 'lethods InprcveiDent Program. 

.Vonc the speakers at the annual rreeting were George £abbitt fron 
the Chicai::: oifice: -ony Adverse, fomer deputy comptroller; and 
Dicrc Diver. super\-isor c: the San Francisco' Brokeraee Office. 

--J '"Nnen either b^lt ^independent clauses' of the st.-tence already 
contains a corur^. dash, parenthesis cr quotation r^rks: 



-ne par--r was co*s'ereu with erasures, blots^ and stnkecvers: 
' " t Je?.' was toe. tirec t :r r^ake a clean copy-. 

cpn :akc the nilk train-^slov. but ^afe: or you can take the 
e\p-^s?- s-^ift. but dangerous. 

va? e>:trer:-Iy ef : icient • too —ch so ^ ; arc she finally drove 
the r:::ce to distraction. 

Henry Ford said history is "iru-k"; but history prc\'ices r^n with 
a window onto the future* 



SEMICOLONS 



Determine if any of the following sentences need a semicolon. It 
is possible that they rmy contain other punctuation nistgkes* 

1. We in this agency (ASCS> are unable to aid you in your ex- 
perimental operation, but we hope that the infonaation above 
inay be of assistance to you. 



If the results were not subcitted to the Coranission for reg- 
istralicri and issuance of a notice of rating, the test woulc 
have been unofficial, therefore, it would have been necessary- 
tc retake the test* 



3. I assune the Civil Defense Agency is supported by Federal funds, 
."lerefcre, can you tell me if a taxpayer is eligible for any 
financial assistance^ 



In the raeantirae, you can call extension 7513 to talk to our 
training officer who nay help you in deciding what courses to 
take, cr when you have txrae drop by our office, Rooi: 261-^^ and 

:alk to vou* 



Ke unaerstanc Vv-ur ccncem with this ineligible rating, however, 
ir she wishes, she nay retake the examination. 



1^ criginally had insurance vrith you on a 1967, ^-c^^or hardtop 
Chevroler Inpala, that policy vas transferred in August to rv 
present car--a 1972. ^^cocr Mercury Montego. 

The basic goal of the office is tc create char.ge--chanee what 
ve are new, into what ve ought to he: an institution w^iich 
can connunicate with l^.s constituents; respond to the needs of 
people; and be capable cf flexibility in its responses. 

r.ecer.t years have seen an a Inmost conplete switchover fron 
vacuun-tube to transistor electronics in the reactor field 
as ever^-vhere else, yet in general the chorus cf complaints 
abcut the serv'icibility cf reactor instrunentatinn l:as not 
ncticeablv dininished in vcl-une. 
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YOUR BOSS, MR. RICHARD CANNON, IS OUT OF TOWN 

Just before he left, Mr. Cannon asked you to notify all division 
secretaries about some new procedures for logging and control of 
"routine" mail. He's really annoyed about the failure to rreet 
deadlines on this kind of correspondence. The last thing he said 
to you was ''I intend to crack down on this thing! We're just not 
ineeting deadlines the way we should*" 
Here art: the new procedures: 

a> AH correspondence must ie harrdled winhin 10 wcrkina davs 
o: receipt within the Agency. 

b) Each division secretary will new h^ave to notify vour office 
(Chief of Administrative Services) of action taken and date. 
You will then send a little slip of colored paper to the 
secretaries to show the letters on which you're niaintaining 
f ol lov*'-up. - 

c) He also w-ants a careful review of appearance. He has 
especially noticed dropped Letters, letters which are hard 
to read because evidently the Veys arf^ dir.y, and inproperlv 
spaced lines. A^r.ite Hcuse and Ccncressional correspondence 

II be ha.^Ied as usual • 

VF.ITE Z'rZ >ZM-: 7C All ir-ISIO?; SZC?.ZTA?.IES, 
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THE S A [] FRANCISCO SPEAKER 



I have already ir.fcmed ycu :hat I will speak before the group on the 
12th ct Novenber. 

It. crcer that ycur notice nay be sent o^t prcperly, I as enclosir^g an 
agenda fact sheet which contains thr' infcrtiaticn that yen will need. 

separate cover I ar. sending you a photograph of ny- 
sext tnat you n:ay require for publicity or other purposes. 

As you know, I will be ccziing to San Francisco especially for this 
neeting^. Therefore I would hope that a proper audience vill be pro- 
vided, bez3.iise 1 am sure you will agree with me that the age^ia for 
r.y talk^is not only interesting but informative and, I hope* profitable 

^ w:ill require a Itnim sound projector in order to show the film referred 

r*^^^' agenda. Also I will need a slide projector (for 2"" x 2"' 
slides) as well as a screen for other items I will talk about- I hope 
rnese vill^be set up and tried before the meeting and that you can pro- 
- crnficent person to operate both the film projector and &lide 

- or ::-pe vou vill speak to ycur friend in the East Say so he may be 
-i.^pt :ully informed > I am enclosing a copy of this letter and all 



^ ^ ^ . . 
w i 1 ^ re 



- ^r'^y ■» anc r ee^ com icent tnat mv 
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